Oh TN
Approved For Release 1999/09/02 : CIA-RDP79-01157
Intelligence Gfficer, GS-13

Reporte Review Officer
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As Reports Review Officer, wnder the supervision of the Chief, Review
and Publications Branch, D/R, is responsible for the review and editing of
811 categories of O/FR 1#te11£gence reports {except NIS) and of such other
papers and remorts as the AD/RR may direct, Contriitmtes directly to the
improvement. of O/RE production and to its value in CIX and in the other IAC
Agencles, Attends O/FR and other meetinze as necessary. In the absence
of the Chief of the Branch, acts for him and supervises all personnel in
the Branch.

is responsible for handling the flow of work In such & wvay that reports
are moved through the Branch within prescribed time limits. Is respomsible
for evalusting, rearranging, revising, and reuriting the reports insofar as
necessary to Insure proper presentation and organization, accuracy in expression
and substance, balance, perspective, and readabllity, as well =5 conslstency
with other reports and with O/RR policy. Consults with the producing Division
during the editing process to reach a mutusl agreement as to the annlysis,
major alterations, and substantive changes. Ouides and delegates work to
the two editorial assistants, Including initial evaluastion te eliminate
frrelovant detalls and unneceasary repetition. Supervises them in checking
for accuracy of technical expressions, references, place nsmes, and graphles,
ineluding cherts, dlagrams, and statistical tables,

dssiste the Chief of the Branch in formilating policy and in carrying
out the objectives of the Branch. Consults on k= ovm Initiative with the
producing Divisions of O/BR on organizational and efitorial problems while

the reports are belng prepsred.
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Prescribes the form and style, mechanicel and otherwise, of O/RR reports
and sets e high standard of writing to ralse the peneral level of sueh reports
in consonsnce with changing conditions and requirements. Agsists the Chief
of the Bramch iz the preparation and maimtenance of a style mamual for O/RR

| reports.

¥akes decipions and sois on own inttiative. In the review and editing
of the reports, mekes extensive use of creative faeulties and exercises
gound and mature judgment, aleriness, and originality., In the ecordinatitm
of reporte with the producing Divisions and other cognizant components of
O/FR exercises tact, persuasion, and decisiveness. Must be capable of
alearly explaining the editing done on each report and must be familiar
with over~all O/BR procedurss and policies.

As directed, maintaino llaison with the Geographic Division regasding
the proper presentation and coordination of meps and graphics (eharts,
disgrams, ete.} to be included in reports. Likewise mainteins lisison with
the Reproduction Branch, Services Division, on the proper layout and format
of xll publications, insuring, in particular, that the final proof of all
O/RR printed material and all O/RR materiasl retyped for reproduction in that
Branch is checked for accursacy.

Requires extensive experlence in editorial and intelligence matters,
matority, and s good edncational background, particularly in the use of
English and rhetoric, a knouledge of foreign languages, and s familiarity
vith internstional affairs.

Approved For Release 1999/09/02 : CIAWE—‘W157A000100060007-4



